DGS-850- 1 DEPARTMENT OF GENERAL SERVICES SCHEDULE
REV. o/T8 Records Management Division " 1167
@ |
: NO. ] of 3
RECORDS-RETENTION AND DISPOSAL SCHEDULE
DHMH Information Services Administration - All ISA - DPD Units.
AGENCY DI VISION
-":::‘ Description Retention
Supercedes Schedule 794 § 794A
1 | Data Procéssing Documentation

This item is to include all forms of.data processing
documentation which can consist of a variety of media.
More than likely, the media will be of hard copy
(paper) variety. However, it is not to exclude
documentation stored on magnetic tape, floppy disk,
tape recording cassettes or in video tape format.

A. JCL Listings

These are Job Control Listings from computer
operations and reflect input files, Programs used,
output files and related operational statistics.
These listings are required to verify the
accuracy of the input-output programs, counts and
computer time expenditure for any given run.

Procurement Records

Signed contracts and proposals from vendors
dealing with data processing services/equipment
purchases by DHMH. Included also are copies of
proposals initiated by the Department with bids
from both winning and losing vendors. all
documents necessary in the procurement process,

including
analysis,
etc., are

Schedule Approved by Department,
Agency, or Division Representative

BB-4's, transmittal checklist, bid
Justification, Maryland Register notices
also included.

Retain in office 3 months,
retain 15 months in .
storage, then destroy.

Retain in office 3 months.
Retain for 3 years in
storage, then destroy.

L

Schedule Authorized by
" Hol! of Recordf Commisslio)

f %_(/SK ) I/
we <L
é f:' “Sign Title 'ﬁ Stote Archiviet

Charles J. Bures, Chief, DPD




DUS=-550-1A RECORDS RETENTION AND CISPOSAL SCHEDULE SCHEDULE
T (CONTINUATION SHEET) : MO. 1167
PAGE
NOo. 2 of 3
€ m .
0. Description Retention

C. System Documentation

Collection of Program Specifications, record
layouts, report layouts, file descriptions, CICS
(test and production) forms, DP turnaround
documents, correspondence,'status reports, source
code listings, project management reports and all
other necessary documents that are designated as
system documentation. '

D. Miscellaneous Data Processing Records

Copies of the Maryland Register published weekly,
which includes all award and solicitation notices
for all the State agencies. This could include
DHMH Security. !

2 AC(I)UNTII‘CRECDRDS

This series includes all standard STATE accountmg
forms as well as other accounting media which provide
supporting data for the special and general accounting
records.

Changes in records format will not necessarily require
revision of the retention schedule. However, should
the scope or content of a records series be altered,
the schedule may be amended to reﬂect such changes.

Each agency will use all or some of the following
records _which are govemed by rhe indicated retentlon
perioc

A. General Accounting Records

Certificate of Deposit and Bank Deposit Slips
Distribution of Charges
Memorandum of Adjustments
Monthly Report of State Funds Collected
and Deposited

B. Special Accounting Records

Reports of audits conducted by the Leglslatlve
Auditors

Reports of audits conducted by persons or agencieg
other than the Legislative Auditors

Books of Final Entry - General Ledgers

Retain in office 3 months.

Retain for 3 years in storaggq.

then destroy.

Retain in office 3 months.
Retain for 3 years in
- storage, then destroy.

Retain for three (3) years

and until all audit re-
irements have been
filled, then destroy.

Retain for ten (10) years,
then destroy.

Retain permanently.

Retain permanently.
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DGS=550- 1A . RECORDS RETENTION AND DISPOSAL SCHEDULE scHEDULE
o (CONTINUATION SHEET) NO. 1167
. PAGE
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No. - Description Retention

C. Budget and Fiscal Planning Records

D. Payroll Accounting Records
. Bmployee Roster Card File

E. Miscellaneous Accounting Records

F. Purchasing Records
' . Actual Emergency and Repairs Report

Budget Estimates

Budget Schedule Amendment

Materials and Supplies Physical Inventory
Report of Fixed Assets

Report of Materials and Supplies

Request for Position Action

Payroll and Check Register
Payroll Exceptions Time Report
Payroll Transmittals

Payroll Warrants

Ba.. Books, Statements, and Deposit Recelpts
Budget Papers and Work Sheets

Cancelled Checks, Check Copies and Check Stubs
Delivery Orders and Receipts

Gas Withdrawal Tickets and Mileage Reports

Retain for three (3) years and
until all audit requirements
have ‘been fulfllled then

destroy.

Retain for three (3) vears and
until all audit requirements
have been fulfllled then

destroy.

Retain for three (3) years and
until all audit requirements
have been fulfilled, then

destroy

Memorandum Receipt and Property Ocndennatlon Reporty - =

Paid Bills and Invoices

Paid Bonds and Coupons

Periodic Financial Reports to Local/State Agencies

Receipt Copies and Stubs . -

Receiving Reports ‘

Reconciliation and Trial Balance Sheets

Renewable Licenses

Requisitions and Purchase Orders

Stock Record Cards

Time Sheets

Withholding Tax Forms and Statements
(Local, State and Federal) '

" Credit Menorandum

- Purchase Order
" Report of Partial Dellvery

Copy of Contract Awarded
Notice of Award of Contract
Out-of-Schedule Requisition for Supplles

Requisition for Supplies
(also Agency Interoffice Requisitions)

Retain for three (3) years and
until all audit requirements
have been fulfilled, then
destroy.
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: JNSTRUCTIGHS - - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES :
i
i SEPARATE. FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY_

REVISED RECORD SERIES. FORWARD . 727% WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 P 1 or 4

' (DGS 880-1) JESSUP, MARYLAND 20794 ACE e —
. . b )
{1 t. DEFARIMENT/AGENCY 2. plvision 3. WNIT
DHMH : ) Information Services Admin. All ISA - DPD Units

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
AEKFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES :

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
' TO

DEFINIT:ON-RECORD SERIES-

e . ama— e

| JCL Listings - Data Processing Documentation —
] r;. RECORD SERIES DESCRIPT ION ‘IRIIPLY PESCRIBK THE TYPES OF INFORMATION/DOCUMENTS/PORMS FOUND

. o 4N THE SERIES. . INCLUDE THE PURFOBE OR FUNCTION OF YHK SEFIES)
; JCL Listings

These are Job Control Listings from domputer operations and reflect input files,
programs used, output tiles and related operational statistics. These listings
are required to verify the accuracy of the input-output programs, counts and
computer time expendlture f&r any glven run.

Retain in office 3 months in stdrage.
Retain 15 months, then destroy.?

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE _ ». voLuME
O LETTER S12ZE C MICROFILM O ALPFHABKTICAL . . . O FILE DRAWER(S])
. ; : O MICROFILM REEL(S)
D LXGAL SIZE 0O COMFUTER TAPE O NMERICAL 5 0 coMmPUTER TAPE(S)
. “Wll‘
O BOUND BOOK O FLOPPY DISK XMACHRONOLOGICAL, by system Monthly 0 QIERISPECIFY)
O AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
| RXOTHER( SPECIFY) Q oTHER(SPECIFY) ) " O FILE DRAVER(S) :
14%" x 11" Green Bar Paper ) 72 Boxes : :|¢"°'|L“TREET(7) |
RUNSZR O COMPUTER TAPE(S
nnually. O omrp(sPeciFy) y
. rihg 1S UsED 12. pILK BECOMES INACTIVE AFTER '
Q pAlLY 0 wERQ.Y B MONTHLY W!BH!!' A MONTH(S) O YEAR(S) |
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 18 RECORD SERIES DUPLICATED ELSEWHERE?
4 0'Conor Building tir vxs, sreciry saEncy on orrick)
SS Level, SS-4 - G wves o
18. ACCESS RESTRICTIONS O vyxs IXNo 16, AUDIT REGUIREMENTS

{1r y8, c)Tx Law(8) & mEauLaTION(S) .
O NONE XK STATE RXFEDERAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (ir vus.mxPLAIN o :

SRISFLY AND DEECRIBR ANY HANORARE/SOPTWARE ) 1s. RFC P RETENTION ’ Y
XyeEs O nNoO Manually grouped by Retain in office 3 months. In storage
System name. . for 15 months then destroy.
18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Charles J. Bures, Chief 225-5084 . June 21, 1988

DGS 330-4 {(REVISED 2/37) 7 ) _[
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JUSTRVCTICNS - -TYPE OR PRINT A
SEPARATE. FORM FOR EACH NEW OR

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7273 'ATERL0.0 ROAD
¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE 5 or 4
(DGS 330-1) JESSUP, MARYLAND 20794
. "
i 1. DEFARIMENT |AGENCY 2. DlvisiIOn 3. WNIT

DHMH

Information Services Admin.

All ISA - DPD Units

DEFINIT :ON-RECORD SERIES-

A GROUP OF RELATED RECORDS NOIMMALLY FJLED

AND USED AS A UNIT FOR

RAEFERENCE AS WELL AS RETENTION ANO DISPOBITION PURPOIESN :

4. RECORD SERIES TITLE

Procurement Records

8. EARLIEST YEAR/LATEST YEAR
TO

‘IN THE SERIJES.

Procurement Records

Contracts

Proposals

Request for Pfoposals (RFP§)
Miscellaneous memorandum,

correspondence or notes R

)

K8 © (-] ¢ ; 8 /FORMS FOUND
| ¢. RECORD SERIES DESCRIPTION ‘IRIIFLY DESCRIBE THE TYYP '.INF RMATION /DOCUMENT /
INCLUDR THK PURPOSBE OR FUNCTION OF THE l!E1!‘)

Retain in Office 3 months.
Retain for 3 years in storage then destroy.

7. RECORD SERIES FORMAT(S)
¥AAETTER SI1ZE O MICROFILM
O LEGAL SIZE O COMFUTER TAPE
D BOUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAECTICAL
O NUMERICAL
FX CHRONOLOGICAL by system
O GEOGRAPHICAL 1ame
O OTHER(SPECIFY)

9. VOLUME

O FILE DRAVER(S)
O MICROFILM REEL(S)
3 O COMPUTER TAPE(S)
KUk o OTHER([SPECIFY)
Boxes Quarterlv

ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
- 12 boxes O MICROFILM REEL(S)

:un'ﬁﬁ'o COMPUTER TAPE(S)
annua

Y 0 omeplspECIFY)

1. png 1S USED 12. pILE BECOMES INACTIVE AFTER
Q palLy 0 vEDLY X8 moNTHLY 3 EXMONTH( S O YEAR(S
RUNEET: (s e

13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
* O'Conor Building

SS Level, SS-4

14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?

ti» vzs, seeciry saxncy Or Orrice)
O yxs RXNO

13. ACCESS RESTRICTIONS O YEs ®xno
{tr ves, ciTk Law{S) & mRxautaTiON(S) .

16. AUDIT REQUIREMENTS

O NonE UXsSTATE XBXpEDERAL O INDEPENDENT

17, 1S AN INDEX SYSTEM USED? (1r vaS.ZXPLAIN

INIXFLY AND DESCRIRBR ANY NA"DIARII.OPT.AR"

Q yE8 BX No

18. RECOMMENDED RETENTION

Retain in office 3 months in storage
for 3 years, then destroy..

18. NAME AND TITLE OF PREPARER 20,

Charles J. Bures, Chief 225-5084

TELEPHONE NUMEER

21. DATE

June 21, 1988

DGS 330-4 [(REVISED 2/87)

7




.Durcm.snzr:'

: A

e}

JUSTRUCTIGHS - -TYPE OR PRINT A
SEPARATE. FORM FOR EACH NEYW OR

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REV ISED RECORD SERIES., FORWARD 7278 WATERLOO ROAD .
¥WITH RECORDS RETENT ION SCHEDULE P.O. BOX 273 P. 3 or 4
(DGS 380-1) JESSUP, MARYLAND 20794
. ‘h
I 1+ DEFARIMENT /AGENCY 2, DIVISION 3. UNIT

DHMH

Information Services Admin.

All ISA - DPD Units

DEFINIT:ON-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS RELL AS RETENTION AND DiISPOp

4. RECORD SERIES TITLE

System Documentation - Data Processing Documentation

AND USED AS A UNIT FOR

IT1ON PURPOSES :

%. EARLIEST YEAR/LATEST YEAR
TO

System Documentation

Program Specifications
Record Layouts

Report Layouts )

File Descriptions .
Data Base Organization

CICS - Maps, PCT, TCT's

DP Service Request forms

DP Turnaround Documents
Correspondence

‘IN THE SERIES.

Status Reports
Source Code Listings
Project Management Reports

RECORD SERIES DESCRIPTION ‘IRIIPLV DESCRIBKE THE TYPES 0" INPOMTIONIDOCMTII'OMS FOUND
INcLUDK THE PURPOSBE OGR FUNCTION OF THE saFiEs )

Retain in office

3 months. Retain
for 3 years in
storage then destroy

7. RECORD SERIES FORMAT(S)
SRETTER SI1ZE O MICROFILM
O COMFUTER TAPE
O BOUND BOOK C FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABCTICAL

0 MAMERICAL
?Xml-“|mby system |
O GEOGRAPHICAL Name

O OTHER(SPECIFY)

O FILE DRAMER(S)
O MICROFILM REEL(S)
3__. 0 COMPUTER TAPE(S)
L OTHER(SPECIFY)

1__Boxes \Qua:r,_tgx ly

10. ANNUAL ACCUMULATION
0 FILE DRAMER(S)

12 boxes B MICROFILM REEL(S)
;.-uﬁ-n- O COMPUTER TAPE(S
annua ‘ )

1t wpi1g 1S useD

Q palLy 0 vERQyY

2.
BXmonmrLy Nﬂ!%!!‘

Y. 0 ommrniseeciey)y

FILE BECOMES INACTIVE AFTER
BXMoNTH( S)

O YEAR(S) [

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

* '0'Conor Building
SS Level, SS-4

O yxs BXno

14. 18 R'Em SERIES DUPL ICATED ELSEWHERE?
tir ves, sreciFY sazncy on orFrick)

18. ACCESS RESTRICTIONS

0 vxs
(1P ves, ciTe LAw(S) & mEauLATION(S) .

Qxno

16. AUDIT REQUIREMENTS

O NONE QySTATE 8. FEDERAL 0O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1@ vyRS.2XPLAIN
SRIEFLY AND DESCRIRR ANY HAI"DIAI!KIIO"'MI)

BXYES O No

Manually grouped by
system name.

18. RECOMMENDED

for 3 years

RETENT ION

Retain in office 3 months, in storage

, then destroy.

18. NAME AND TITLE OF PREPARER
Charles J. Bures, Chief

20. TELEPHONK NUMEER
225-5084 .

DATE

June 21, 1988

DGS 330-4 (REVISED 2/87)
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INSTRYCTIGHS - -TYPE OR PRINT A
SEPARATE. FORM FOR EACH NEW OR

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIJES, FORWARD 727% WATERLOO ROAD j
¥iITH RECORDS RETENTION SCHEDULE P.O. BOX 2783 pace 4 or 4
(DGS 850-1) JESSUP, MARYLAND 20784
. ‘0
| 1. DEFARDMENT/AGENCY 2. DIVISION 3. LUT
DHMH Information Services Admin 211 TSA —_DpDO Units
DEFINIT: ON-RECORD SERIES-® OROUP OF RELATED RXCORDS NORMALLY FILED AND USED AS A UNIT FOR
AEFERENCE AS WELL AS RETENTION ANO DISPOSITION PURFPOSES :
4. RECORD SERIES TITLE ) ) 3. EARLIEST YEAR/LATEST YEAR
Miscellaneous Data Processing Documentation - DP Documentation TO

Miscellaneous Data Processing Records |

| ¢. RECCRD SERIES DESCRIPTION (IRIIFLY DESCRIBE THKE TYPES OF INFOMTION,DOCU_NTII'OMIU FOUND
INCLUDR THX PURPOSE OR FUNCTION OF THK IBPIBS,

THE SERIES.

Reports of Audits
Vendor Protests
Correspondence

Security

Re
* Re
th

Miscellaneous Reports or Memoxandum

- L2
T ~—
°

tain in office 3 months.
tain for 5 years in storage
en destroy.

7. RECORD SERIES FORMAT(S)
QWETTER SI1ZE O MICROFILM

O LEGAL SIZE 0O COMFUTER TAPE
O potnND BOOK O FLOPPY DISKC
O AUDIO TAPE 0O VIDEO TAPE

i 0 OTHER(SPECIFY)

14%" x 11" Green Bar Paper

8. RECORD SERIES SEQUENCE
O ALPHABKTICAL
O MUMERICAL
K CHRONOLOG 1 CAL,

O FILE DRAYER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
sﬂ/sr:mn)

3
KuMaR

g oTHE
Boxes* Quarter

0 GEOGRAPHICAL
IXOTHER(SPECIFY)

sttem Name and Date

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

12 Boxes O MICROFILM REEL(S)

RGLBEN O COMPUTER TAPE(S)

Annually g nma(.szzcu:q___.

1. pug 1S useD

8 palLy 0 vEEaY

12.
RXMONTHLY

FILK BECOMES INACTIVE AFTER

m BXMONTH(S)

O YEAR(S)

O Conor Building
SS Level, S5S-4

13. CUNRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14.
t1r v

0 vyxs NO

IS RECORD GERIES DUPL ICATED ELSEWHERE?
SPECIFY sGENCY OR OFFice)

18. ACCESS RESTRICTIONS

G vis
(1P ves, ciTx LAN(S) & rEGuLATION(S) .

8Xno

16. AUDIT REQUIREMENTS

O NONE RXSTATE QXFEDERAL 0O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1r vRS.E)PLAIN
SRIKFLY AND DESCRIBE ANY MANDRARE/SOPTWARK )

BXygs 0O nNno Manually grouped by date.

RECOMMENDED
Retain in of
for 3 years,

RETENT ION
fice 3 months, in storage
then destroy.

19, NAME AND TITLE OF PREPARER
Charles J. Bures, Chief

20. TELEPHONK NUMEER

225-5084

DATE

June 21, 1988

] DGS 330-4 [REVISED 2/87)
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